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Ref (a) OPNAVI NST 4790. 2F
(b) CNARFI NST 1500. SD
(c) CWWR20I NST 1500. SF

Encl : (1) VFA-203 Training Program
1. Purpose. To publish enclosure (1).
2. Cancellation. VFA-203I NST 1500.IH

3. Background. The existence of a professional training program
that is well planned and executed is an essential elenent in achieving
the mssion of VFA-203. References (a) through (c) promul gate the
policy and procedures necessary to devel op and adm ni ster training
prograns to neet mi ssion requirenents.

4. Action. This instruction provides clarification and establishes
VFA-203 policy in the execution of references (a) through (c). This
directive shall be used in achieving the maxi mum | evel of readi ness
and acconplishing the m ssion requirenents of VFA-203.

S. L. SMTH

Di stri bution:
VFA- 2031 NST 5216.1H
List I (Case A

Copy to:
Tr ai ni ng Depart nent
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VFA- 203 TRAI NI NG PROGRAM

1. Introduction. Quality training is an ongoing process involving
all personnel. Managenent personnel, Departnent Heads, Division
Oficers/Chief Petty Oficers and program nmanagers mnmust ensure
training requirements specific to their areas of responsibility are
schedul ed, instructed with quality, attended, and docunent ed.

2. Pl anni ng Board For Trai ni ng (PBFT)

a. The Executive Oficer/AQCis the chairman of the PBFT.
b. The Training Oficer serves as the PBFT Secretary.

c. The PBFT will be a nmethod of which to enhance the quality
of all command training that directly affects readi ness in accordance
with reference (c).

d. Boar d nenbershlp will be designhated in witing by the
Conmandi ng of ficer via VFA-203NOTE 5400.

e. Recordi ng PBFT attendance and mnutes is required by reference

(c)

3. Monthly Training Plan (MIP). The command MIP is an official
document that has been devel oped, by inputs fromall managers, to keep
all personnel informed on current and future training, qualified
instructors, and certified Reserve Job Qualification Requirenents
(RIQR) qualifiers. Enclosures to the MIP are listed in reference (c).

4. I ndividual Training Plan (TTP) Devel opnent and Progress
Reporting. An ITP is required for every Sel ected Reserve (SELRES)
enlisted nenber. It should be conpleted within a three year period in
order to attain 100!'r qualification in the assigned billet. ITP
progress is the basis for determ ning SELRES readi ness and is reported
to Commander Naval Reserve Force (COWAVRESFOR). The report is
publ i shed on a nonthly basis. It reflects the overall command average
| TP conpl etion and the nunber of SELRES who have attained 100% | TP
qualification. Oficers and Enlisted Full Tinme Support (FTS)

personnel do not require RSTARS(TM | TPS.

Encl (1)
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a. | TP devel opnment consists of the follow ng steps:
(1) The Training Departnent will distribute an I TP interview
sheet for all newy assigned SELRES.
(2) The Division Oficer will conduct an interview utilizing

both the I TP i ntervi ew sheet and the Record of Counseling Form (VFA-
203 Form 1616/ 1). Upon conpletion of the interview, return the
annotated I TP interview sheet to the Training Departnent for further
processing and file the Record of Counseling in the Division

O ficer's notebook.

(3) The Training Departnent will configure each ITP in the
RSTARS(TM wutilizing inputs fromthe |ITP interview sheet(s) and then
print the final configured I TP for each newy assigned SELRES nenber.
The configured TP will be routed to the Division Oficer for the
respective SELRES nenber to sign. The ITP interview sheet will be
returned to the Division Oficer for inclusion in the Division
Oficer record.

(4) After SELRES have signed their ITP the Division
Oficer will also sign each ITP, by direction of the Comrandi ng
Oficer, and file the ITP in the individuals training jacket.
This step concludes the initial |ITP devel opnent process.

b. | TP progress report procedures
(1) As each individual progresses with their ITP the
Division OOficer will report this progress to the Training
Departnent, nonthly, on the Wdnesday, imediately follow ng the
drill weekend. The reporting nmethod nust be in witing. Based on
the reported progress, the Training Department will credit |ITP

progress points in RSTARS(TM, and will print a new TP, with the
refl ected changes, for the individual.

(2) The Training Department will then print a Training
Conpari son Report which reflects the updated | TP percentages. The
Training Departnent will conpare the percentages agai nst | ndividual
Readi ness Activity Designator (IRAD) codes. |If needed, the Adnin
Departnent shall update all |1 RAD codes in RSTARS (MP). The Training
Departnent will conpare the nost up-to-date RSTARS(TM Trai ning
Summary Report with the new RUAD to
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ensure that each individuals I TP conpl eti on percentage matches the

i ndi vidual s correspondi ng | RAD code. |RAD codes are the sole neans of
reporting SELRES readiness (I TP progress) to Commander Naval Air
Reserve Force ( COWAVAI RESFOR) .

5. School Requests

a. Individuals that are required or desire to attend a school
must subnit a request. All local schools, at NAS Atlanta requires
only a Special Request/Authorization. |If it will be necessary for the

attendee to leave the Atlanta area the nenber nust subnit a request
for Training Orders (SELRES) or TAD Request (TAR) through the chain of
command. The foll ow ng paragraphs detail further the school request
pr ocess.

(1) Obtain convening dates, CIN, CDP and course length fromthe
Trai ning Departnent prior to routing the school request through the
chain of command.

(2) Quotas wll not be obtained until after Departnent Head
approval .

b. Follow ng Department Head approval, the Training Departnent
will reserve a quota and forward the request to the Adm n Depart nent
for TAD cost estimates, berthing availability, etc.

c. After conpiling TAD cost estinates, the Adnmi n Departnent wll
forward the request for final approval to the CO Xo, or AQC

Fol | owi ng approval the Admi n Departrment will reserve berthing, arrange
transportation, and provide orders for the individual. The Training
Departnent will cancel any school quota that has been di sapproved by

either the CO XO or A C.

d. After official orders have been prepared, personnel shall pick
up their orders fromthe Adm n Departnment prior to attending the
school .

e. Fire Fighting School requires a Medical Screening Formto be
filled out by the individual and signed by the Medical Departnment no
earlier than 72 hours prior to attending the course. Individuals that
fail the nedical screening process nust be rescheduled to attend Fire
Fi ghti ng.
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6. Reserve Job Qualification Requirenents (RIQR)/Practical Job
Training (PJT) Syll abus

a. Al SELRES El-E6 personnel shall conplete the RIQR/ PJT
Syl I abus applicable to their assigned billet.

b. TAR personnel (El-E6) shall conplete the Pl ane Captain RIQR
regardl ess of work center assignnment. AZ, AK YN, PN, NC ratings are
exenpt fromthis requirenent.

c. Division Oficers shall report RTQR/ PJT Syllabus (total numnber
of signatures) on Wdnesday, following the drill weekend. The
Training Departnent will update the RIQR progress in the Mnthly
Trai ni ng Pl an.

d. RIQR'Training Syllabus qualifiers will be highly qualified
personnel designated by the Division CPQ Program Manager. RIQR
qualifiers rmust have either conpleted FRAMP or the RIQR  The current
listing of qualifiers will be listed in the Monthly Training Plan

7. Cat egories of Professional Mbilization Training (PM)

a. Billet Training (BT) is training required to attain and
mai ntain Mbilization (MB) qualification. The usage of approved
course material, qualified Subject Matter instructor (SM), Collatera
Duty I nspector (CDI), or NEC 9502 instructor personnel, and a suitable
envi ronment are required.

b. Rate Training is training designed to increase an individuals
rate know edge and prepare them for advancenent. Subject Matter
Experts (SME), SM, CDI or NEC 9502 instructors are qualified to teach
rate training fromthe Naval Education and Training rat4 training
manual s.

C. PJT is training that occurs when a qualified SVME, SM, CD or
NEC 9502 instructor provides hands-on training of an acquired skill or
task using a current publication or technical nmanual as a reference.
PJT shall be docunented on a 3500 formfor RSTARS (TM credit. PJT
may be utilized as followon training to formal training.

d. Career Enhancenent Training (CET) is a course, exclusive of
MOB billet/ITP requirenments, which is designed to increase an
individuals mlitary professional devel opnment. Exanples are work
center supervisors, QA, and career information type courses.
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e. PMIis a conbination of PJT, Rate, Billet and CET. Al TAR s
and SELRES that have conpleted 84% or less of their ITP require 18
hours sem annual | y, SELRES that have conpl eted 8506 or nore of their
I TP require six hours semi-annually of PMI. (Required PJT will include
a mnimum of six hours of rate training sem annually.)

8. Wrk Center Training Petty Oficers. Individuals assigned the
collateral duty of Work Center Training Petty Oficer will conplete
attachnment 1, which will be maintained by the Training Departnent.

9. Trai ning Jackets. All E1-E6 FTS and SELRES avi ati on mai nt enance
personnel shall use the Naval Reserve Training/ Qualification Jacket,
NAVRES 1500/ 17 to hold only training docunentation that cannot be
recorded in RSTARS(TM . Enbossed across the outside edge of the

j acket shall be the persons nane/rate/ SSN and work center, (blue for
TAR and red for SELRES). The format and cover sheet for the training
jacket is listed in attachment 2.

10. Sem - Annual Quality Review. Attachment 3 will be used as a

gui deline for the Training Departnent to review each work centers
progress towards a quality training program The Trai ning Departnent
will forward a copy of the review to the M ntenance O ficer
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Wirk Center Training Petty Oficer Billet Description Dat e

1. i s hereby assigned the
collateral duty of Training Petty Oficer for Wrk Center __
You are responsible to your work center supervisor for the performance
of the follow ng duties:

a. Required Readi ng: CNARFI NST 1500. 5(seri es)

W C Supervi sor

CW\R201 NST1500. 5 (seri es)

W C Supervi sor

b. Mai ntain Reserve Job Qualification Requirenents (RIQR) for
requi red personnel wthin your work center.

C. Mai ntain training acconplishnment records, qualifications and
certifications for all personnel, according to this instruction.

2. Wilizing the Training Pl an ensure your work center personnel are
receiving quality training as outlined in the Monthly Training Plan.

3. Ensure each school request is forwarded through the chain of
command and follow up on the status of each request.

4. Ensure all training |l ectures and materials checked out fromthe
Training Departnent are returned prior to secure on the day of
t rai ni ng.

Trai ni ng Departnent Indoctrination given by:

Trai ni ng Coordi nator (or Assistant)

| have read and understand the above duti es.

Training Petty Oficer Assignee

Work Center Supervi sor Di vi si on Chi ef

Attachrment 1 to enclosure (1)
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TRAI NI NG JACKET FORVAT
LEFT SI DE
SECTI ON 1: SCHOOL COWPLETI ON FORM (S)
a. School Conpletion Letters. |f unavailable, Service record

page 4's showi ng conpl etion or 3500.

SECTI ON 2: JQR/ PQS COVER SHEETS
a. Conpleted RIQR/ PQS cover sheets

SECTI ON 3: NONCURRENT TRAI NI NG DOCUMENTATI ON

a. Training acconplishnment reports up to 1 year
Rl GHT Sl DE
SECTION 1: ITP' s

a. Signed | TP s ( SELRES)
b. Conpleted Training Syll abus sheets (SELRES)

SECTI ON 2: PARS

Attachment 2 to enclosure (1)
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VFA- 203 Semi annual Quality Review Quidelines
Wrk Centers
1. Are work centers perform ng schedul ed and unschedul ed formal
training utilizing the correct TSNS?

2. Are all personnel (El-6) receiving one hour of RATE training
nmont hl y?

3. Are all TAR personnel receiving three hours of PUT nonthly?

a. Are all SELRES personnel receiving the correct PUT based on their
| TP percentage?

4. Are SELRES personnel working toward NEC attai nment ?
a. Is their progress being tracked by the supervisor?

5. Are Division Oficers/CPO s conducting initial interviews
utilizing I'TP interview sheets?

6. Is | TP progress being reported to the Training Departnent for
| TP updat es?

7. Are personnel whose duties include shipboard assi gnment
recei ving Shipboard Aircraft Fire Fighting?

8. Are 3500 reports filled out conpletely and correctly?

9. Are 3500 reports turned into Training the sanme day the
training is acconplished?

10. Are training acconplishnments nmaintained in training jackets for
one year?

Attachment 3 to enclosure (1)



